
 
 

CHAPTER 36 
 

TIME AND ATTENDANCE REPORTING 
 

Procedures to be followed in reporting the time worked and leave 
taken by Department of Defense civilian employees are contained 
in the Timekeeper Job Aids for the Defense Civilian Payroll 
System (DCPS).  Supervisors are responsible for ensuring that 
time cards are correct, necessary documentation is attached, and 
that no individual maintains his/her own time card. 
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